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Aguirre, Darlene: Medical Secretaries: Three 
in the Field, Jan 6 

All Skills in Gear: Sandy Zaleski at Chrysler 
Corporation, Feb 3 

Almanacs (Ask the Experts): Nov 2 

And the Winner Is!, Feb 8 


Ask the Experts (monthly feature) 

The Astrological Boss, Jan 22 

At Your Service, Sir, Feb 15 

Automotive industry, jobs in: All Skills in Gear: 
Sandy Zaleski at Chrysler Corporation, Feb 3 

Banking, jobs in: Job Choice: Job Shopping 
in the Money Market, Nov 3 

Bath products: Charting your Bathysphere, 
Oct 11 


Beauty: Beauty and the Beastly Budget, Nov 10; 
The Beauty of Jello and Whipped Cream, 
Jan 10; Charting Your Bathysphere, Oct 11; 
A Day of Beauty, Feb 12; Eat Well for Nat- 
ural Beauty, Apr 15; Non-scents Make Sense, 
Mar 20; Spare Hair: Choosing It and Using 
It, Dec 10; Take Wing in Spring, May 14 

The Beauty of Jello and Whipped Cream, 
Jan 10 

Berezin, Evelyn: Women Bosses—Fact Over 
Fiction, Apr 7 

Better Letters—Instantly, Dec 9 

Big Surf: Hang Ten & Hold the Phone, Oct 3 


Bits and Pieces (monthly feature) 


Bookshelf: Oct 12; Dec 21; Feb 14; Mar 31; 
Apr 14; May 20 

Bowling, Linda: And the Winner Is!, Feb 8 

raude, Michael: Penny Wise (monthly feature) 

4reaking In the Boss, Oct 9 

Brokerage, jobs in: Job Choice: Job Shopping 
in the Money Market, Nov 3 

Bronner, Michael: The Numbers Game (Think 
It Out), Jan 9; Transcription Teaser (Think 
It Out), Feb 5 

Bryan, Ann: They're in the Money, Nov 7 

Bushnell, Louise: Women Bosses—Fact Over 
Fiction, Apr 6 

Business letters: see Letter Writing 

Business machines: Tools of the Trade, Feb 6 

Business schools, private: Don't Forget the 
Private Business School, Mar 6 

© Butler, Mrs. R. Tondaleya: Women Bosses— 

Fact Over Fiction, Apr 6 

Buying Insurance (Penny Wise), Feb 9 

Charting Your Bathysphere, Oct 11 

Chase, Sue: Beauty and the Beastly Budget, 
Nov 10; The Beauty of Jello and Whipped 
Cream, Jan 10; Charting Your Bathysphere, 
Oct 11; A Day of Beauty, Feb 12; Eat Well 
for Natural Beauty, Apr 15; Non-scents Make 
Sense, Mar 20; Roommate—Friend or Foe?, 
Mar 10; Rx for Spills and Stains (Ready 
Reference): Jan 32; Spare Hair: Choosing 
It and Using It, Dec 10; Take Wing in Spring, 
May 14 

Checking Accounts (Penny Wise): Nov 9 
hisholm, Shirley: Women Bosses—Fact Over 
Fiction, Apr 6 
lerical pool, duties of (Ask the Experts): Dec 2 
olish, Faith: Women Bosses—Fact Over Fic- 
tion, Apr 6 

Colleges: see Schools 
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Comma, use of: (Ask the Experts), Oct 2; 
(Word Teasers), Dec 6 

Compared to and compared with, use of (Ask 
the Experts): Oct 2 

Compound Nouns and Verbs (Word Teasers): 
Apr 23 

Conjunction, beginning a sentence with (Ask 
the Experts): Nov 2 

Continuous and continual, use of (Ask the 
Experts): Nov 2 

Corbett, Linda S.: Telephone Tips, Dec 12 

Corpening, Clara: They’re in the Money, Nov 7 

Cosmetics, how to buy: Beauty and the Beastly 
Budget, Nov 10 

Coupons and Carole Neubauer, Apr 3 

Credit, using it wisely (Penny Wise): Jan 8 

Credit Ratings (Penny Wise): Dec 8 

Crossword puzzles: see Just for Fun 

Crown, Alice: Hand Ten & Hold the Phone, 
Oct 3 

Dates, whether to divide (Ask the Experts): 
Nov 2 

A Day of Beauty, Feb 12 

Disney World: Working in the Wonderful World 
of Disney, Dec 3 

Dividing Words (Word Teasers): Jan 18 

Donchess, Barbara: The Astrological 
Jan 22 

Don't Forget the Private Business School, 
Mar 6 

Downs, Shirley: Women Bosses—Fact Over 
Fiction, Apr 6 

Eat Well for Natural Beauty, Apr 15 

Edwards, Carolyn: Working in the Wonderful 
World of Disney, Dec 3 

Emblem of Excellence—The CPS, May 18 

Employment Tests—Dos and Don'ts, May 10 


Boss, 


English: Comma, use of: (Ask the Experts), 
Oct 2, Mar 2; (Word Teasers), Dec 6; Com- 
pared to and compared with, use of (Ask the 
Experts): Nov 2; Compass points, capitaliza- 
tion of (Ask the Experts): Jan 2; Conjunc- 
tion, beginning a sentence with (Ask the 
Experts): Nov 2; Continuous and continual, 
use of (Ask the Experts): Nov 2; Joint posses- 
sion, rules for (Ask the Experts): Jan 2; Mod- 
ifiers, use of (Ask the Experts): Feb 2; Nouns 
and verbs, compound (Word Teasers): Apr 
23; Period, use of (Word Teasers): May 8; 
Possessive, forming the (Word Teasers): 
Nov 14; Prepositions, use of (Word Teasers): 
Feb 14; Re, hyphenation of (Ask the Ex- 
perts): Mar 2; Shali and will, use of (Ask 
the Experts): Dec 2; Titles, capitalization of 
(Ask the Experts): Feb 2; Words, division of 
(Word Teasers): Jan 18; Words often mis- 
used (Word Teasers): Mar 19; Word Teasers 
(monthly feature) 

English, Nancy: Follow-through (Think /t Out), 
Mar 8; Meeting the Challenge (Think It Out), 
Nov 22; Records to Keep (Ready Reference), 
May 32 

Farriola, Joan: Secretaries on the Move, May 4 


Fashion: Foot Fantastiks, Nov 16; Gridiron 
Gear, Oct 16; I'd Rather Make it Myself, 
Apr 16; Mix 'n’ Match, Jan 16; Rings and 
Things, Feb 16; Step Into Spring, Mar 16; 
‘Tis the Season, Dec 16; Travel Light, Travel 
Right, May 16 
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FBLA (What's New With . . .): Nov 23, Apr 27 

Financial industry, jobs in: Job Choice: Job 
Shopping in the Money Market, Nov 3 

Follow-through (Think It Out), Mar 8 

Follow-up file: Instant Memory (Ready Refer- 
ence), Oct 13 

Food industry, jobs in: Coupons and Carole 
Neubauer, Apr 3 

For Whom the Coffee Bell Tolis, Nov 15 


Forum: Oct 6; Nov 9; Dec 6; Jan 15; Feb 10; 
Mar 18 


Forum Replies: Dec 7; Jan 28; Feb 11; Mar 19; 
Apr 23; May 15 

Fredericks, Dr. Carlton: For Whom the Coffee 
Bell Tolls, Nov 15 


From the Editor (monthly feature) 
FSA (What's New With... ): Nov 23, Apr 27 


The Gallery: Oct 25; Nov 27; Dec 27; Jan 27; 
Feb 26; Mar 26; Apr 26; May 28 

Hanchett, Lydia: Secretaries on the Move, 
May 4 

Handling Salesmen With Poise (Penny Wise), 
May 9 

Hang Ten & Hold the Phone, Oct 3 

Harmon, Phyllis: Secretaries on the Move, 
May 4 


The Human Side (monthly feature) 

Hypoallergenic cosmetics: Non-scents Make 
Sense, Mar 20 

Hypoglycemia: For Whom the Coffee Bell Tolls, 
Nov 15 

I'd Rather Make It Myself, Apr 16 

Inside Government Publications (Ready Ref- 
erence), Feb 32 

Installment Credit (Penny Wise), Mar 9 

Instant Memory (Ready Reference), Oct 13 

Insurance, jobs in: Job Choice: Job Shopping 
in the Money Market, Nov 3 

Jach, Bonita: Secretary Under Many Flags, 
Mar 3 

Job Choice: A Checkup on Medical Secre- 
taries, Jan 3 

Job Choice: Job Shopping in the Money Mar- 
ket, Nov 3 


Just for Fun: Nov 32; Dec 30, 31; Jan 30, 31; 
Feb 31; Mar 31; Apr 31; May 31 

Kennelworthy, James H.: The Human Side, 
Feb 11; Mar 15; Apr 14; May 20 

Kingston, Pat: Secretary on the Police Beat, 
Apr 10 

Koontz, Elizabeth: Women Bosses—Fact Over 
Fiction, Apr 6 

Kuhn, Jodi: Secretaries on the Move, May 4 

Kurnow, Bernice: They're in the Money, Nov 7 

Lemaster, James: Transcription Tips, Jan 14 


Letter writing: Better Letters—instantly, Dec 9; 
Carbon copy notations (Ask the Experts): 
Feb 2; City used on envelope (Ask the Ex- 
perts): Nov 2; Inside address, firm name in 
(Ask the Experts): Mar 2; On Letter Writing 
(Think It Out), Dec 11; One-page or two- 
page letters (Ask the Experts): Mar 2; Post- 
script in a business letter, function of: (Ask 
the Experts), Apr 2 





On Letter Writing (Think it Out): Dec 11 

Madden, Marion: Women Bosses-Fact Over 
Fiction, Apr 6 

Manning, Joy: Secretaries on the Move, May 4 

Mathematics: The Numbers Game (Think It 
Out), Jan9 

Medical Secretaries: Three in the Field, Jan 6 

Medicine, secretarial jobs in: Job Choice: A 
Checkup on Medical Secretaries, Jan 3; 
Medical Secretaries: Three in the Field, 
Jan 6 

Meeting the Challenge (Think It Out), Nov 22 

Mitchell, William: Emblem of Excellence-The 
CPS, May 18 

Mix 'n’ Match, Jan 16 

Nalepa, Barbara H.: ZIP Up to Date (Ready 
Reference), Mar 32 

Neubauer, Carole: Coupons and Carole Neu- 
bauer, Apr 3 

Non-scents Make Sense, Mar 20 

The Numbers Game (Think It Out), Jan 9 

Nutrition, its effect on beauty: Eat Well for 
Natural Beauty, Apr 15 

OEA (What's New With .. . ): Nov 23, Apr 27 

Oelrich, Elizabeth: On Letter Writing (Think It 
Out), Dec 11; The Overcrowded Waiting 
Room (Think it Out), Apr 13; The Secretary 
as a Supervisor (Think It Out), Oct 15 

Office Etiquette: Answering the phone (Ask 
the Experts): Oct 2; Replying to invitations 
(Ask the Experts): Oct 2 


OGA Awards (monthly feature) 

The Overcrowded Waiting Room (Think /t Out), 
Apr 13 

Pala, Janet: They're in the Money, Nov 7 

Parties, Christmas: This Way to the Party, 
Dec 22 


Penny Wise (monthly feature) 

Period, using it correctly (Word Teasers): 
May 8 

Pickering, Mary: Inside Government Publica- 
tions (Ready Reference), Feb 32; Word Teas- 
ers (monthly feature); Writing the Executive 
Report (Ready Reference), Dec 32 

Police departments, jobs in: Secretary on the 
Police Beat, Apr 10 

Possessive, forming the (Word Teasers): 
Nov 14 

Prepositions, correct use of: (Word Teasers): 
Feb 14 

Pullen, Nancy Leroy: Medical 
Three in the Field, Jan 6 


Secretaries: 


Ready Reference (monthly feature) 

Records to Keep (Ready Reference), May 32 

Rings and Things, Feb 16 

Rock Profiles, Oct 7 

Rodriguez-Ortiz, Vilma: Secretaries on the 
Move, May 4 

Roommate—Friend or Foe?, Mar 10 

Rossi, Jeanette: Women Bosses—Fact Over 


Fiction, Apr 6 

Rush, Barbara M.: Instant Memory (Ready 
Reference), Oct 13; Typing Tips (Ready Ref- 
erence), Nov 31 

Rx for Spills and Stains (Ready Reference), 
Jan 32 

Salary Sweepstakes (Ready Reference), Apr 32 

Santos, Barbara: Women Bosses—Fact Over 
Fiction, Apr 6 

Savarese, Anne M.: Medical Secretaries: Three 
in the Field, Jan 6 

Schafer, Richard C.: The Human Side, Oct 6; 
Nov 18; Dec 7; Jan 15 

Schools: Don't Forget the Private Business 
School, Mar 6; What About the Two-Year 
College? Apr 8 7 

Secretaries on the Move, May 4 

The Secretary as a Supervisor (Think /t Out), 
Oct 15 

Secretary on the Police Beat, Apr 10 

Secretary Under Many Flags, Mar 3 

Selecting a Bank (Penny Wise), Oct 8 

Shall and will, use of (Ask the Experts): Dec 2 


Shorthand: Bits and Pieces (monthly feature); 
Crossword puzzles (see Just for Fun); Short- 
hand Fiction (monthly feature); Transcrip- 
tion Teaser (Think It Out), Feb 5; Transcrip- 
tion Tips, Jan 14 

Smith, Ruth, H. (Just for Fun): Nov 32; Dec 30; 
Jan 30; Feb 31; Mar 31; Apr 31; May 31 

Smith, Samantha: Secretaries on the Move, 
May 4 

Spare Hair: Choosing It and Using It, Dec 10 

Step Into Spring, Mar 16 

The Stock Market and Mutual Funds (Penny 
Wise), Apr 9 

Surfing: Hang Ten & Hold the Phone, Oct 3 

Take Wing in Spring, May 14 

Tavolacci, Marsha: Women Bosses—Fact Over 
Fiction, Apr 6 

Telephone Tips, Dec 12 

Test Yourself (Think it Out), May 19 

Thanksgiving (The Human Side), Nov 18 

They're in the Money, Nov 7 


Think It Out (monthly feature) 

This Way to the Party, Dec 22 

Ticket to Secretarial Success—The Travel In- 
dustry, May 3 

‘Tis the Season, Dec 16 

Tools of the Trade, Feb 6 

Transcription Teaser (Think /t Out), Feb § 

Transcription Tips, Jan 14 

Travel industry, jobs in: Secretaries on the 
Move, May 4; Ticket to Secretarial Success 
—The Travel Industry, May 3 

Travel Light, Travel Right, May 16 


Typewriting Speed Tests (monthly feature) 
Typing Production Tests (monthly feature) 
Typing Tips (Ready Reference), Nov 31 

UN, jobs in: Secretary Under Many Flags, 


Mar 3 

Walsh, Leila: All Skills in Gear: Sandy Zaleski 
at Chrysler Corporation, Feb 3; And the 
Winner Is!, Feb 8; Breaking In the Boss, 
Oct 9; Coupons and Carole Neubauer, Apr 3; 
Don't Forget the Private Business School, 
Mar 6; Job Choice: A Checkup on Medical | 
Secretaries, Jan 3; Job Choice: Job Shop- 
ping in the Money Market, Nov 3; Secre- 
taries on the Move, May 4; Secretary Under 
Many Flags, Mar 3; They're in the Money, 
Nov 7; Ticket to Secretarial Success—The 
Travel Industry, May 3; Women Bosses— 
Fact Over Fiction, Apr 6; Working in the 
Wonderful World of Disney, Dec 3 

Watkins, Pat: Women Bosses—Fact Over Fic- 
tion, Apr 6 

What About the Two-Year College?, Apr 8 

What's New With . . . : Nov 23; Apr 27 

Wigs: Spare Hair: Choosing It and Using It, 
Dec 10 

Women Bosses—Fact Over Fiction, Apr 6 


Word Teasers (monthly feature) 

Words Often Confused (Word Teasers), Oct 14 

Words Often Misused (Word Teasers), Mar 19 

Working in the Wonderful World of Disney, 
Dec 3 


Write & Rap (monthly feature) 

Writing the Executive Report (Ready Refer- 
ence), Dec 32 

Zack, Donna: For Whom the Coffee Bell Tolls, 
Nov 15; From the Editor (monthly feature); 
Hang Ten & Hold the Phone, Oct 3 

Zaleski, Sandy: All Skills in Gear: Sandy Za- 
leski at Chrysler Corporation, Feb 3 

Zatko, Mauricio: Better Letters—Instantly, Dec 9 

ZIP Up to Date (Ready Reference), Mar 32 


INDEX TO SHORTHAND FICTION 


Arnold, Joanne M.: Rally Round the Skirt, Girls, 
Nov 19 

A Businessman Speaks, Jan 19 

Greer, Lillian: The Secretary and the Sheik, 
Apr 18 

Hasinbiller, Dolly: A Hot Air Story, May 11 

A Hot Air Story, May 11 

Just in Time, Mar 12 

Kerigan, Florence: You've Come a Long Way, 
Baby, Feb 18 

Kipness, Jean: Just in Time, Mar 12 

Phillips, Charlotte: Shorthand—The Enduring 
Script, Dec 18 

Rally Round the Skirt, Girls, Nov 19 

Sam, Oct 18 

The Secretary and the Sheik, Apr 18 

Shorthand—The Enduring Script, Dec 18 

Trexler, Anna Ruth: A Businessman Speaks, 
Jan 19 

Tromanhauser, Edward: Sam, Oct 18 

You've Come a Long Way, Baby, Feb 18 
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